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24 February 1961

MBMORANDUM FOR: Chief, Document Division

THRU
SUBJECT

Problem

Acting Chief, Analysis Branch
: Document Control Files

To determine a practical method of schieving uniforam document processing
files and to develop simplified procedursl imstructions for all personnel
engaged in processing operations.

Facts Bearing on the Problem

1.

- 2.

3.

hl

5e
6.

The volume and variety of documents received in Belection is so great /
that sn extensively cross referénced card file is necessary to
determine appropriate prdcessing procedures.

Such @ file does not exist. Présent working files are dispersed and
are inadequete for detersining ¢orrect processing procedures.

The present Selection file covers only & small fraction of the material
and must be laboriously built up as items are recelived.

Portions of this file are duplicated in other sections. These files
are used for different purposes in:

a. the Mail Room

b. Bmtching

c. Dissemination (State, Defense, Special)

d. Standard Distributiom

e. BSslesction

Csrds in different files have been found to be inconsistent

There is no real control over the development of document processing
procedures.
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Discussion

1.

2.

3.

Se

Experience has proven that correct processing decisions cannot be
made at the Selection point wi reference to a complete and
sxtensively cross referemced précedure file, The Jelection Section
inherited a skeleton file from the former Screening Operation. This
has not bean sdequate and Selec ionpernonnelhavemdtorelycn
files aveilable at other processing points. Conversely personnel
from these sections use gvailable references from Selection when
their own files are incamplete.

Additions to the Selection files are made as quickly as the correct
processing procedure is determised either from other files or after
consulting with personnel of otBer sections. This is time consuming,
inefficient, and imposes an sdditional worklosd on the section wvhich
detracts from the accomplistment of its mesigned mission.

A magter reference file cover all processing procedures is needed
and could be completed quickly 1f time were budgeted to incorporate
entries from all files nov mainfained at various processing points.
Document handling instructions ¢re needed at all processing points,
BReproduction of complete copies of the mester file is neither necessary
nor dssirable and would smount to useless duplication. A machine
listout of sll entries im such ¢ mester file would provide adequate
processing instructions, is easily corrected, and can be reproduced

as necessary. Used as & simplified guide to document processing

and kayed to the master file it would eliminate time consuming cross

checking of files. _
The building of & master file and the printing of a machine listout

 would not completely eliminate éupliatian since specialized files

would still be necessary for Stendard Distribution and Dissemination.
A machine listout however would suffice for Selection, Batching, and
ths Mail Room.

%&mm aof document control and file development could be

eved 85 a by product of a machine listout thus eliminating duplicate
effort spent in building files and eliminating inconsistencies resulting

from the present approach.

The usefulness of any file depends in large measwre on the accessibility
of entries. If a file can be used only by the person who established it,
its future use by replacement parsomnel is limited. A umiforn system

of file entries is indicsted. Uniformity of card format would also
facilitate the use of established files.
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Conclusions

A mgter fils, certain specislized files, and wniform file entries are
necessary Lo adequate dooument precessing. Uniform card format for file
entries would facilitate the use of files. A mmchine listout of all file

entries RKeyed to existing files and the master file would provide simplified

processing instruections for daily use and serve as an effective control on
the devélopment of processing procedures.

Recommendations

1.
2.
3.
L

5.

That a uniforn system for file eptries be adopted
T™at 8 unifora card formet for these entries be adopted
That a machine listout of file estries keyed to all files, snd

Including simplified processing instructions be developed and provided

to all processing points as a working tool.

That s central processing point be established for controlling new
entries to the listcut and to the master file.

Attachment: A suggested list of items for machine listout.
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That & master procedure file be established vMW}E\
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Attachment

Suggested entries for machine listout of processing procedures.

1.
2.

3.
b,

5-

T

Primery source
Secondaxy source
Series title end meries identification musbers

Disposition by Meil Room _ -«
a. Selsction d. BDirect Dist.

b. Batehing e. I71
c. Standaxd

Disposition by Selection
a. Code or Hodex

b. ly/So

9 I?I

4. Dirset Dissemination ete.

Disposition by batching (type ¢f batch)
8, HNodax M

b. Special lodex M

e. VY bateh

4. X beteh ete.

Other information o be determined
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